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COVID-19
Preparing your staff
to work from home

LIVE WEBINAR




Agenda for today’s webinar

Housekeeping

In today’s webinar you will discover the following:

How not to compromise on your company's IT Security
Best ways to access company systems

How to get yousstaff to follow the policies

Ways to ensure remote workers are productive

To get the best outcomes with your employees
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Presenters

Colin Wilson, Director KBA Cameron Evans, Director AMA ICT
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GoToWebinar Housekeeping
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TOPIC 1- Hosted by Cameron Evans

How not to compromise on
your company's IT Security




How not to compromise on your company's IT Security

Do not allow personal devices to be used to access company systems

- Youé& yourtrusted ICTadvisorhaveworkedhardto havea secureenvironment

- Thesecurityor potential lackthereof with home or personaldevicess an unknown

- Updatessecuritypatches,unlicensedor “ f r sofevare

- Justassumethat anydevicethat is not part of your corporatenetwork is compromised

Provide secure internet access, do not allow “home” internet to be used

- Thiscanbe achievedeasilyby mobiletethering or usinga cellularnetwork device
- 1 deviceconnected

- Most attacksrely on the venerabilityof the weakestdeviceon the network

The “bad guys” are not struggling with the ICT implications of COVID-19
- Theyarelookingfor weak& compromiseddevices
- Inparticular® h o ndevicesthat areintroducedtothea” ¢ o r p aetwark e ”
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TOPIC 2- Hosted by Cameron Evans
Best ways to access company

systems




Best ways to access company systems

If you are not ready to go, do not rush

Bewilling to forsakeproductivity for security

Prioritise your systems and roll them out when ready

Most businessesun a mixture of web based& native programs
Talkto the vendorsof eachsystemto gettheir bestadviceon security
Make sureyour trusted ICTadvisoris part of theseconversation®r acrosshis advice
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TOPIC 3- Hosted by Colin Wilson

How to get your staff to follow the
policies




The Value of having a working from home policy

Working From Home (WFH) Policy
- Thispolicycreatedappliesto all employeesf the Company

Definitions of implementing a WFH Policy

- Homebasedworksite meansa designatedworkplacewithin ane mp | o fioee where the
employeewill perform home-basedwork

- Homebasedwork meansthe performanceof duties at the home-basedworksite as agreed
betweenthe Companyandthe employee

- WorkingFromHome ( “ WF Agfe@mentmeansthe written agreement(signed)that outlines
the conditionsof a working from home arrangementbetweenthe Companyand the employee,
and includes relevant checklistsrelating to, but not limited to work health and safety
requirements
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The Value of having a working from home policy

Responsibilities — Something to think about
As an employer, you are responsible for implementing this policy to ensure that it is followed.
- Who in your company is responsible for answering any queries in relation to this policy?
- Who is responsible for all company property and equipment when working from home?
- Who is responsible for insurances in accordance with this policy?
- Employees still need to comply with all policies and procedures whilst working from home

- Employees still need to follow your occupational health and safety policy whist working from
home

- You need to find out 1 f there are any restric
to work from home
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The Value of having a working from home policy

Working Hours

- You may allow some flexibility of working hours with staff working from home. However, it
Is recommend that your Company ensures that the working hours are done each week as
per employee contract requirements

- With staff working from home due to the COVID, there is no doubt staff with children
may need assistance or take some breaks with childcare and domestic duties

- It is recommended that you ask your employees to record their working hours and work
completed whilst working from home
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The Value of having a working from home policy

Performance Management

Your Company’s wusual performance management
employees working from a horAgased worksite. Where an employee experiences any

direct or indirect performance problems with a WFH agreement, this should be reported to
Human Resources or a Manager.

Examples of such problems may include:

Communication difficulties or delays when dealing with the office
Technology not working that is restricting them from doing work

Frequent distractions which interfere with work (e.g. interruptions by visitors, family
members or other residents); and

general feelings of isolation from interaction with-amrkers.
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The Value of having a working from home policy

Breach of this Policy

Employees will be required to acknowledge their receipt and understanding of your policy and
agree to be bound by the terms of this policy. Failure to comply with this policy may render the
employee liable for disciplinary action, up to and including termination of employment

Need Help?

Need help with having a Working from Home Policy, call KBA on 1300 4 ADVICE or contact us by
emailinfo@keyba.com.au
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TOPIC4 - Hosted by Cameron Evans

Ways to ensure remote workers
are productive




Ways to ensure remote workers are productive

If working from home or remotely is new to your business, accept that productivity will be
impacted
-  Whatworkflows/ taskscanbe mosteasilymonitored?
- Beveryspecificaroundthe expectedperformancemeasures
- DoexistingCRMtools haveproductivitydashboards
- Doyouhavethe ability to havepeopleremain“ b aatbka s e ”
- Instantmessag®latforms, Skype WebExMicrosoft Team,Zoom,WhatsApp
- Screersharing
- VirtualMeetingR 0 0 fVMK)
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TOPICS - Hosted by Colin Wilson

To get the best outcomes with
your employees




Ways to ensure remote workers are productive

If working from home or remotely is new to your business, accept that productivity will be impacted

Whatworkflows/ taskscanbe mosteasilymonitored?

- Beveryspecificaroundthe expectedperformancemeasures
Do existingCRMtools haveproductivitydashboards
Doyou havethe ability to havepeopleremain“ b aatbka s e ”
Instantmessagelatforms, Skype WebExMicrosoft Team,Zoom,WhatsApp
Screersharing
VirtualMeetingR 0 0 fVMK)
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Getting the best outcomes from your employees

My top 10 tips:

Open Communication
Keep focused on your Mission, Vision and Values
Have StartUp Meetings in the morning (i.e. Zoom Meeting Technology)

Keep positive with what'’s on the go and what needs at
Create projects that will keep focus and momentum (Start and completion timeline)

Check in on your staff i.e. Is our technology working, do you feel that you are productive and is there
anything else you need from us to perform in working from home?

Keep focused on business performance to build on income streams

Keep that customer focus happening and let them know what you are doing for them

End of day/ weekCel ebrate the wins so staff don’t ffeel I sol at
s on the tabl e o n-&9or teaan célebratienst he cur e

Begin with the end in mind Wh a t
and acknowledgements!

&) susiness
Abvisore G ICT



™ BUSINESS
¥ ADVISORS mﬂICT




BUSINESS
ADVISORS

WORK FROM HOME POLICY

Promotional Offer E¥¥ls

Originally Valued at $275

Call 1300 4 ADVICE or email info@keyba.com.au for more information



mailto:info@keyba.com.au

FREE NETWORK SECURITY
CONSULTATION

Promotional Offer

Valued at $225

Call 1300 AMA ICT or email support@amaict.com.au for more information



mailto:support@amaict.com.au
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Next KBA Webinar

Implementing best practice HR in your Business 23" March, 2020
11am-11.45am aest

The importance of documenting everything .
Understanding compliance and your obligations _ X

V IMPLEMENTING BEST
PRACTICEHRIN YOUR

The importance of recorieeping
How to have better employee engagement

BUSINESS

Understanding where businesses go wrong =
LIVE WEBINAR
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https://attendee.gotowebinar.com/reqgister/5365357663788747019

Call 1300 4 ADVICE or ennaib @keyba.com.ator more information
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Cover your cough and sneeze

1
COVER your mouth and
nose with a tissue when

you cough of sneeze.

P}Jt your used tissue -
in the rubbish BIN.

If you don't have a tissue, cough
or sneeze into your upper sleeve
or elbow, NOT YOUR HANDS.

WASH your hands with soap and running \¢
water. Dry your hands thoroughly with a @ \
disposable paper towel.

Stay germ free and healthy = ot
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Slide deck and the webinar recording will
be emailed to you!
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Call KBA on 1300 4 ADVICE for any advice Call AMA ICT on 1300 AMA ICT for any support



